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Miscellaneous Benefits Changes

YES

Pre-tax
Cafeteria
Plans
Affected?

Employee requests Change form
from Agency Benefits Specialist, ——
completes and returns the form.

S o

Agency Benefits Specialist makes
necessary dependent benefit
updates (create/ change-PA30) YES
and creates Miscellaneous Benefits
Changes Adjustment Reason (PA30).
Saving the Adjustment Reason
prompts the system question go
to enroliment? They answer Yes.
Select Miscellaneous Benefits
Changes and make the required

Go to Anytime Changes
process flow.
changes, generate and send
Employee Confirmation letter.
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Employee reviews Confirmation T
Iet_ter and repov?s any discrepancies AASIS automatically
within the required time frame. The

) - . — creates or changes —

Agency Benefits Specialist must sign the " . =)
. Benefits Payroll Deductions |l |
Change form, make a copy for their — —
records and send the original to EBD. _— ==L

Note: See Family Status Change
Process Flow — (Chapter 8)

Post -Tax
Change?

AASIS sends electronic
interface to vendor(s)

AASIS Support Center, DiAnnette Scott
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Miscellaneous Benefits Changes require an Adjustment Reason (PA30).
Miscellaneous Benefits Changes are made for the following reasons:

*Employee request their Post-tax Optional Life coverage be cancelled if
the entire amount is post-tax

*Employee request their Dependent Life coverage be cancelled
*Employee request their Post-tax Health Plan be cancelled

*Employee request their dependent’s Post-tax Health Plan be cancelled
and the deduction is affected

The date that Supplemental Life Insurance (Optional Life) and AD&D
(Accidental Death and Dismemberment) amounts will increase due to an
increase in salary (such as promotion, COLA, etc.) is effective September 1.
Also, if the employee has a decrease in their salary (such as a demotion) the
Supplemental Life Insurance and AD&D amounts will decrease September 1.

Effective March 2003, employees can only apply for or change their
Supplemental Life Insurance (Optional Life) during open enrollment unless
they experience a Family Status Change.
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Exercise
Scenario #10

« An Employee turns in a Change Form to
request that their Dependent Life Plan

be cancelled. Process the Employee’s
change request.
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Demonstration

- Cancel Employee’s Dependent Life
Benefit Plan
Human Resources > Personnel Management >

Administration > Benefits > Enrollment
(PA30/HRBEN0001)

)
Ay
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SAP FasiNdccess AASIS MENU
[ | 3| [S(E [ | [ =[]

(1 Favorites
= {3 SAP menu

B 1 office

[> [ Logistics
B [ Accounting
<2 {3 Human Resources
) PPMDT - Manager's DesNgp
<2 '3 Personnel Management

<2 {3 Administration

Bl
[=]

% {3 HR Master Data
2 PA40 - Personnel Actio
) PA20 - Display

&2 PA1D - Fersonnel File

1. Double click on Maintain Employee
Data or enter PA30; press Enter

D PATO - Fast Entry
D PA4Z - Fast entry: Actions
B 23 Info Systern
B [ Tools
B [ Settings
b [ Recruitment
b 1 Personnel Developrnent
b [ Benefits
[ [ Compensation Management
& (3 Personnel Cost Planning
b (1 Budget Management
I [ Pension Scheme
> (1 Time Management
b [ Payroll
b [ Training and Event Management
B (1 Organizational Management
[ (1 Information Systern
B [ Information Systems
n o

e

Genrcind e e B Bt f@110 of A .\
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3 Maintain HR Master Data

Personnelng, 55 e
[Gail Hadley |

EEgroup 1

EEsubgroup  UE

3. Scroll to select

|_|infatype text E.|[_|| [Period the Benefits tab
General Benefits Information | @ Period

:Famuy MemberDependents | Fr To

| |adiustrnent Reasons | O Today O Currawesk

| |Health Plans L4 O ) Current month

18|l FlEms V| ) Fram curr.date O Lastweek

I B Pl V| O To current date ) Last month

I RIS ERGIENE) AT O curr.period O Current Year

|_|Benefits Medical Information [=]
COBRA-Qualified Beneficiary [~]

| Direct selection
Infotype
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July ‘04, Revised to V5.0

0-6



An AASIS Training Guide
HRBEN - Benefits Administration

Miscellaneous Changes

Infatype text E.|[ | [Pericd
General Benefits Information | @ Period
Farnily MermberDependants | Fr. To
O Today O currweek
Health Plans | O O current manth
| | Insurance Plans | ) From curr.date O Lastweek
| § |Savings Plans | )70 current date O Last month
| Flexible Spending Accounts ir.period ) Current Year
| Benefits Medical Information EI
COBRA-Qualified Beneficiary =]

irect selection
nfotype 0378 [@51y

t

4. Select the Adjustment
Reasons or enter 0378 in
the Infotype field
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HRBEN - Benefits Administration

— 8.ClicktoEnter [ - o o @@

Create Adjustment Reasons

FPersonnelo 55
EEgoup 1

_0?1‘0?1‘2004

Benefitarea

Adjustment reason =4
Family Status Change
HIPA~
MNew Hire Enroliment
Transfer(Rtr. Plans)
Transfer (Al Plans)
Return from L\WOP
Misc
Promuotion/Demation
Rehire

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0

6. Enter the change date of
Coverage in the ‘Start’ field

]

7. Select ‘Misc. Benefit Changes’
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Hieaa SHB HDL0 BEE
Create Adjustment Reasons

Benefit area

Adjustment reason

9. Click Yes

AASIS Support Center, DiAnnette Scott
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s BE @D

Create Adjustment Reasoi

.
10. Click to Save
TR Parsammelar | FA0L

_D?.’D?i‘ZDOli 08/B6/2004

Benefitarea
Adjustment reason Misc Benefit Changes &
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G| siH cee SHBmnos

Create Adjustment Reasons

Benefit area

Adjustment reason

AASIS Support Center, DiAnnette Scott
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11. Click Yes

0-11



An AASIS Training Guide

Miscellaneous Changes

HRBEN - Benefits Administration

Enroliment

Direct selection

Persannel no.

B O EE S008I EE @D

Enroll
MName Gail Hadley

Offer selection

10 number ! Get offer a Print farm e} EI’I’DH\SI_‘
FPossible offers Enrallment period I
| @ Select | Wisc Benefit Changes 07/07i2004 - 08/06/2004
— Refe 06/30/2004 - 07/30/2004
IERIERIEE] anfme changes 01/01/1800 - 12/31/3999
— Autf§matic offer i

| =l 412 Double click on
Misc Benefit Changes

[ I —— Y

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0
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Enroiiment

Direct selection
Persannel no

1D numhber

Enrall
Mame Gail Hadley on E?/EI?/ZEEIA

Offer selection

=3 Select

52 Get offer a Print form g} Error list
Possible offers Enrallment period
Misc Benefit Changes 07/07/2004 - 08/06/2004

Rehire 063002004 - 073072004
Amtime changes 0170141800 - 12/31/9999

JE=EIFEE

Autamatic offer

= Pers.ho. Name

45| Gail Hadley
Misc Benefit Changes

® Enrol El costs [ undoselection |53

IE|&  Enoist
Status | validity period Activity

= Medical
Health Advantage HMO
@ualChoice HMO
Health Adwantage POS
GualChoice POS
Blue Cross Blue Shield PPO
7 Basic Life

[«

@ 07/07/2004 - 12i31/3939
07/07/2004 - 1243143999
07/07/2004 - 12¢31/3939
O07/07/2004 - 12¢31/3959

13. Double click on the

US Able (Basic EE Life ASE) g
= <

US Ahle (Basic DEP Life ASE)
= Opt Dep. Life

US Ahle (Opt DEP Life ASE)
* Optional Life

US Able-Opt EE Life ASE 132K
7 Opt Life Post

US Able Opt EE 1302x Post Tax

] o — Y

4 Plan to be terminated

07/07/2004 - 12/31/3999

@ 07/07/2004 - 12i31/9999

O 07/07/2004 - 1243143999 EI

AASIS Support Center, DiAnnette Scott
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G BHa8EE @

Enroliment

14. Click in the box to
cancel coverage

Us mble (Basic DEP Life REE)
B7 /0772804 12/31/9999

Coverage

Frint form

& Errat list

Enraliment perind

07/m07i2004 - 0B/06/2004

062002004 - 07i30/2004

0170141800 - 12/31/9999

Insurance option and coverage
Ingurance Optio Dep Life Children $2Ki§10K

Basic Coverage 4,8008.80 USD
Additional Unit ox
Insurance Cover 4,000.00 UsSD

=]

.08 Uso

ts [ undo selection Eﬂl@g Errar list

Status | Validity period

Activity

Costs USD Manthly

EE postax 2.16
Employer o.e8
& Accept EI

MO

03

ield PR

ife ASE)

Lifie ASE)

15. Click to Accept

1 = Optional Life

A3E)

US Ahle-Opt EE Life ASE 1302%

Opt. Life Post

US Able Opt EE 1xi2x Post Tax

07/07/2004 - 12/31/3939
07/07/2004 - 12/31/3999
07/07/2004 - 12/31/3999
07/07/2004 - 12/31/3939
07/07/2004 - 12/31/3359
07/07/2004 - 12/31/8999
07/07/2004 - 12/31/3339
07/07/2004 - 12/31/3939
07/07/2004 - 12/31/3999

07/07/2004 - 12/31/3999

b

AASIS Support Center, DiAnnette Scott
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Bl HICA@SIDHEE BNDL0 I EE @&

Enroliment

Direct selection Selection set

Persannel no.

1D humber

()

Select |

Enroll
MName Gail Hadley

Offer selection

[ Get offer =)

Print farm &z

Errat list

Fossible offers

Enraliment perind

Wisc Benefit Changes

07/m07i2004 - 0B/06/2004

“ Pel

rs Mo, Mame

55| Gail Hadley

16. Click
Enroll

[ I —— Y

Rehire

062002004 - 07i30/2004

Anytime changes

0170141800 - 12/31/9999

Autamatic offer

Misc Benefit Changes

57 Medical

Health Advantage HMO

QualChoice HMO

Health Advantage POS

QualChoice POS

Blue Cross Blue Shield FFO
7 Basic Life

US Able (Basic EE Life ASE)
= Dependent Life
< Opt Dep, Life

US Able (Opt DEP Life ASE)
% Optional Lifa

US Ahle-Opt EE Life ASE 1302%
7 Opt Life Post

S Able Opt EE 1:02x Post Tax

@ el B costs [ undoseecton |B|a|B[& Evorist |
Status  Validity period Activity

Note: A ‘Stop’ sign will appear
for the plan(s) to be cancelled

@ 07/07/2004 - 12i31/9999
=] 07/07/2004 - 12i31/9939
07/07/2004 - 12/31/3939

@ 07/07/2004 - 12/31/3999

Y 07/07/2004 - 12/31/3999

}

@

AASIS Support Center, DiAnnette Scott
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gl = maHe@e SHB DnanIEE®

Enroliment

Direct selection Enroll
MName Gail Hadley
Persannel no.
Offer selection

10 number Errar list
Listof Plans period
At Flan From To - OBIDEZ004
Dalate U5 Able (Basic DEP Life ASE) 07/07i2004 (1273110999 - 0713072004
| -12i31/9899
[ Pers.No. |1

- | Note: Verify that you
| have selected the correct
" | plan to be cancelled.

& Enroll | 38 Cancel

[+][+] e [+

5 Validity period Activity

US Ahle-Opt EE Life ASE 1302%
7 Opt Life Post
S Able Opt EE 1:02x Post Tax

1

17. Click Enroll

e @

07/07/2004 - 12/31/3939
07/07/2004 - 12/31/3999
07/07/2004 - 12/31/3999
07/07/2004 - 12/31/3939
07/07/2004 - 12/31/3359
07/07/2004 - 12/31/8999
07/07/2004 - 12i31/3988 (@
07/07/2004 - 12/31/3939
07/07/2004 - 12/31/3999

07/07/2004 - 12/31/3999

I

b
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HRBOOH8 EHE @ @

Enroliment

Direct selection Enrall
MName
Personnel na.

In}

Offer selection

Gail Hadley

8 Ftint

farm & Error list

Enroliment period

07i07i2004 - DBOG2004

0B/30/2004 - 07/30/2004

0140141800 - 12/31/9999

Pe

costs [t Undo selection Eﬂl@g Errar list

Gontinue 3 Confirmation

1 I ‘ QualChoice HMO e

Hesalth Advantaoe POS
18. Click Confirmation; [==®w =
Follow print instructions

Life

7 Opt. Dep. Life
= Optional Life

7 0pt Life Post

I | 13

Status  Walidity period Activity
@ 07/07r2004 - 12/31/3998
07/07/2004 - 12/31/9999
07/07/2004 - 12/31/9999
oice POS 07/07/2004 - 12/31/3999
07/07/2004 - 12/31/3999
E (Basic EE Lifa ASE) @ 07/07r2004 - 12/31/9998
b (Basic DEP Life ASE) @ 07/07/2004 - 12/31/8998 @@
US Ahle (Opt DEP Life ASE) 07/07¢2004 - 12/31/38499
US Ahle-Opt EE Life ASE 1302 @ 07/07/2004 - 12/31/9999 |7
US Ahle Opt EE 1x/2x Post Tax Y 07/07/2004 - 12/31/9999 E

AASIS Support Center, DiAnnette Scott
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Enroliment

Direct selection

Personnel na.

In}

Pe

Gontinue 3 Confirmation

0O = (2 153 10 A3 &)

Enrall
MName Gail Hadley

Offer selection

IEE | @
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8 Ftint

farm & Error list

Enroliment period

ges 07i07i2004 - DBOG2004
0B/30/2004 - 07/30/2004
0140141800 - 12/31/9999
Bs

costs [t Undo selection Eﬂl@g Errar list

t

19. Click Continue

I | 13

QualChoice HMO
Hesalth Advantaoe POS
QualChaice POS

7 Hasic Life

= Dependent Life

Status  Walidity period Activity
HMO @ 07/07r2004 - 12/31/3998
07/07/2004 - 12/31/9999
07/07/2004 - 12/31/9999
07/07/2004 - 12/31/3999
Blue Cross Blue Shield PPO 07/07/2004 - 12/31/3999
US Able (Basic EE Lifs ASE) @ 07/07r2004 - 12/31/9998
US Able (Basic DEF Life ASE) @ 07/07/2004 - 12/31/8998 @@

7 Opt. Dep. Life

US Able (Opt DEP Life ASE)
= Optional Life

US Ahle-Opt EE Life ASE 1302
7 0pt Life Post

US Able Opt EE 1%/2x Post Tax

07/07¢2004 - 12/31/38499

@ 07/07/2004 - 12/31/9999

Y 07/07/2004 - 12/31/9999

AHE

AASIS Support Center, DiAnnette Scott
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SFERE 804038 IEE | @D

Enrofiment

H 20. Click to Exit

Mame Gail Hadley on ﬂ?fﬂ?fznm

Offer gelection

1D numkber £ Z Get offer a Printform g} Errar list

Possible offers Enroliment period

Personnel no. | @

|® Select | Mizc Benefit Changes 07i07i2004 - 08/06/2004
Rehire OBS30§2004 - 07/30/2004
= Anytime changes 0140141800 - 12/31/9939
= \[:-m = IIII I
"“‘%%%%iiiiiiiii E e GIeT

55| Gail Hadley

I — |
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